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PURPOSE: To provide guidance for the responsible handling of the petty cash 
checking account and the property accountability thereof. 

 
A. The petty cash checking account is intended primarily for the issuance of 

refunds but may be used for other emergency needs according to the 
parameters herein. 

B. The Administrative Assistant and the Parks and Recreation Board 
Treasurer shall countersign all petty cash checks. 

C. Receipts and a reimbursement request shall be submitted to the Finance 
office at least once a month. 

D. The maximum single disbursement shall be $150.00. 
E. A refund check will not be issued until five (5) working days after the 

check has been deposited with the County Treasurer. 
F. The Director shall prepare the monthly reconciliation statement of the account 

with the bank’s statement and send a copy to the County Treasurer and the Parks 
and Recreation Board Treasurer.  




